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MEMORANDUM FOR: Dau ty Directors {or Plons

SUBJECT : BB? Recoris Mensgement Progrem

1. 'The Records Administesticn 8tali hee recently completed @
serles oi reviews of the Agency's Records Msnsgement Program. I
udnk you will be intercsted in the attoched Report on the Btotus of
the .rogcmm in your dicechor:be.

2, The report indicetes sume sig miidicant sccomplishments,
Lovticularly in the eliminution of "bostler” forms by the Centrel
Cover Stuff; the improvement of the Informotion Report fovms, wr id
the use of space saviny filing equipment by RID, TSD :nd Centrnd
Cover Storf. In cdadition, the Report includes seversl suggesticuns

for progrom improvement which yuu wnt tu conaide_ ‘

\. -y (}
5e The Chief, Records Aunuz;.mtx &tiu& %&f vill be plad B
discuss this Repo;t with vnr'rnberu ol your Stoft and is wyeileble Lo

rogist you dn eny voy he can.

R. L, Binnermsn
Deputy Divector
for Suppart

Att

Distribution:
Orig & 1 - Adse w/0 of att
“1 - DD/S Subject w/cc of att
1 - DD/S Chrono
1 - RAS w/cc att
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Status of
DDP Records Management Program

I. GENERAL PROGRAM STATUB

1. The Agency Records Administration Progrom 1s basicolly & msnagement
improvement technique to wssist operating offices in .btaining maxinmum
cificiency in office operations. The techniques used by both Govermment and

ndustry to reduce peperwork costs include Forms Muinegement; Corresran“enue
Minagement; Reports Msnagement; Vit:l Records; Filing Systems and Equi; ment;
Records Disposition; Inventories snd Records Control Schedules; and the
Oyecation of an Archives snd Recorde Center. . ; R

LA [ A O

LS : O
o, The attached Chort, Exhibit 1, shows cumulztive sevimss—o:“$15,70C,765
48 2 result of our Agency Records Management Program. The success of our
vrosrem hus been recognized by uritcfels in the Nstional Archives snd Records
Service ¢f GBA who have govermment-wide responsgibility for records menegement
sctivities under the Federal Records Act, Public Law 75k,

Despite the significant success of the Agency Records Mznagement
Progrom, there is need todsy to improve our cpercbions in order to meet in-
crensed responsibilities and progrom reguirements without significelly ex-
panding personnel or spoce needs. President Johnegon has included Peaperwork
Msnagement in his "War on Waste” progrom and hes established 2 continuing
Voratorium on the purchese ol new £iling equijment. To hely us meintoin more
effective and economical operations we should make greater.use of records
mEnegement techniques, Bome significant facte about the Recor:iis Mznage-
ment Progr:m und suggestions for your consideration are included in this
report,

II. SIGNIFICANT FACTS

£ Gy ILLEGIB
1. At the end of FY 1965 the PBR crea—reporbed w 0p Incressc in records

noldings in-Headguerbers-oifices-over FY 1964, The total 35,088 cuble reet
constituted 17% of tue totsl Agency holdings for that period. (Bee Exhibit 2)

During the seme period the ﬁ@é oifices destroyed 10,000 cubic feet
ci' records (Exhibit 3) und trsnsferred 2081 cubic feet to the Agency Archives
ané Records Center.

.‘.‘v'

2. BPR-Records in Archives ind Records Center

ars
On 20 June 1966 there were 13,809 cubic feet of BBP records in the
Arvchiveg and Records Center, More thon hell of these records appear to
duplicatq nd consist oi Herd Copy, Paper Tepe, Punch
Cerds, Reel F1Llm, and Aperture Cords., I believe z Joint snalysls and evalu- ILLEGIB
rtion should be mede oi these records by the Records Administration Btafs
snd DPR with » view tc eliminating eny duplicete files, If this apparent
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duplication can be elindin ted entirc133 sbout 12,000 cubic feet or file spec
in the Records Cento: would be »vitlsble for further use.

Zs  Volume of Records Per Buployee
¢S
The uverage mmmber of cubic reet of records per BBR employee is 1.1
¢85 contrasted with 18 cubic feet Avency-wide =nd 2.6 cuble feet Goverimert-
wide,

‘e Cost to Cre o Renurds ,
P
Tue estinited cont of \,reatingm recoras is 3112 milijon. In
~daition, it costs cbout $2 willion each year to keev un' service the DDR LS
records in ofiice spezce ind the Recorde Center,

3, Btstus of Records Qontrol Schedules

\ The Records Control Scincdule is the princiysl medium I'or menaying
sper. It describes the content of ench file, the arrangement of records in
the file, the volume of poper, snd the vrovisions for reteining ov disposing
ol the records. e '

) N
Cs - -

The majority of BBR regbris are technically included in recorls
control schedules but most Y schedules are too generic. Proper identifi-
asbion and evalustion of **ec,c:*"ﬁ“ 18 not s=tistied by thie type schedule nor—

by on ADR-& B304 - on the mcept =t @f-reeord valuel;-
Records should sdss be evalusted in relution to their usefulness in Jocu-
menbing progoae mensgement ond gehicvements, and in relation to legol and
historical values. A&ﬁz..h he general type schedules sre beings used eflec-
ti"zcl.; in zome r*ffices, re comprehensive Aecgrd "ﬂ control achedules designed
to £it the needs of specliic orgeniz “tions' v‘:ulc& produce grezter results in
identisying records of permunent velue o8 wCll 28 expedlting the retlirement
and Jisposal of others.

Records Control Schedules should be updited periodically to reflect
orgsnizetional changes, reclismment oif lunctions, changes in 'ile content‘, or
records character, s;nd to refine retenticn periods. This 18 nccessory
sortieulsrly fov m ‘Bchedules in the arec which were developed in 1953,
1236&; , mnd 1961, cnd have not been reviséd., These should be reviewed for

ILLEGIB .ossible »eduction in retention perlods, to eliminate obsclete file series,
an’ to include current records.

6, Use of Spece Saving Bpecislty Filing Ecgquipment
i Tuere ore seversl kinds of specialty Iillng equijment whicn con be
uged by offices to save ofice space and to increcse file reference et ilciency.
Usuelly, ve can expect o saving of sbout 4% in office ,,pme when safes ond
fle cebinets are converted to chelf type files. These, of course, require [LLEGIB
either a voult or secure arez, &:-‘:g:—-ﬁf,;shelf filing theorhout the Agency

A5

-2 -
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has svoided purchases of expensive safes .nd L f1ling cabine&ﬂ~{2yeci4€y *‘ﬁ-\
,;.ilingg equipment is being used in some L offices to rood advhatage. ;

Tor instance, seved considerable space when they instolled roll-out shelving
to veplace various kinds and cizes of shelving, card cebinets, safes, and

four and five-drawer cabinets. The Centrsl Cover 8taff also improved its
office space by replacing 28 safes and csbinets with roll-out shelving. RID,
which nas been using shelf file equipment to good advontage for some time, is
nov considerins the use of "Fullspsce” specizlty £1ling equipment to solve s
serio %Ifile space problem. This particuler eguirment mey help to solve :

other Fpace grobleme, m. ~

e ey £

7. Administrative Re;aerts and Correspondence Cresate Records

These two activities create large volumes of records. There are
techniques, however, [cor the control of paper volume and the simplification
of operating procedures pertinent to both reports and correspondence.

The cost of prevaring correspondence, ifor instance, con be reduced
substentizlly by the use of Form Letters. The average cost of un lndividuelly
vrenared letber is sbout three dollars as compured to thirty cents for o Foum
Letter, Another correspondence technique which is gaining in sgency populardty
ie the use of the Bpeed Letter for informel correspondence., This procedure
vrevides for the use of three izzes of preassembled NCR peper; the originating
office puts its message at tne top portion #and the recelving office ;.;)uta its
resuonse on the bottom of the poge. With the request and reply on the sane
ciece of geper, filing tiwe ond filiug space sre saved. A number ol ogency
oifices ere using the Speed Lebter techuique to good adventage und I believe
tust extensive use by BBP would be beneficiel.

¢s

In FY 1965 spproximetely 12 million pleces of paper were crested in
the Agency irom administrative reports., I asm anxious to see 2 more active
cndnistrative reports mencgewent progrim in the Agency and I believe thed
DBP cun seslst the Records Amhinistrati in Stea,ff te promote such o procram.

8, Forms Monagement
4N
There sre 465 official foims originsted by the DRP offices resre-
senting 18% of those under control in the agency.

A continuing program to contrel creation of paper at the source [uyB
dividends by controlling the number of copies, eliminating uncificiel ioms
endt providing properly designed snd efficient-to-use forms for opersting
oifices. Industry and Goverrmert estimate that the cost ol jrocessling forms
is 20 times the printing costs. On this basis, Acency operating rrocedures
irom ﬁx'ms cost sbout $6 million a year; consequently, this is =n ereaz of
ey efwar}r vhere potentisl Bsvings sre grest.

e cs

Considersble prozress has been made by some DBR orgznizations;

Centinl Cover Btofl for iustunee, hus done o fine job of c}.imin ting "bootles”
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D, SBtandurd Piliog Systems

In 1962 the Recoods Administratiom Btuil greyvrreu  gulde to assist
abeblisning wniforn {1ling snd dispocitlion stendsrds for records of tne
Su ort Bteffs. A wrdform £iling systen should now be esteblished for =11
“gr.iu.xr«l reccrds. This system should be designed to preveat interfiling
cortdo of permonent s terporary value 80 thyt orderly clspesitior could
; ;iuhsut extensive oo’ costly screening. Such a systen cculd be
i concurrently in wdoting records ‘control schedules.

professionsl Records Moncgeroent Personnel Solve Peperwork Problems

svernpent wnd Industey depend on srofessionel records monesgers to

ceedist in solving peperwork prohlems. Professinnal personnel usually ceoo

<t probleln acess and make improsoments thenseives or gel advice =nid ossis-
tince wnen necesscry. Records menagerent surveys conducted by the Recosds
Au.‘uisu stion Stolf have resulted in signiiicant savings and improved oifiice
procedures and efticliency. Sowe IBP-cauponents heve reco nized the need for

~oies.¢imu maidonce and have u;%sz themselves of the services ol this
Stmim. :

< e

The BBE Rocords Management Proovum iz - pert of the Byslems Group
waleh is concerned primarily with the mechsnized control of puper. The ADP
aystems should be recoynized «8 additiounal medi: for creating sund controlling
records rether than o total records menagement Lrogrem, ated
26 Moy 1966 requires divisions ord stefis to designste full tine Records
Munegement Officers. The qualificabions Iur these Records Moncgement Officers
cutlined | fre limited end they do not conform to those usually
required by Doth Govermnment and Induatoy.

The iunctions of wn TMD cutlined| | for instence, du not
include the full spectrun of the clements in o records monsgement prozram
such »8, Iiling systems und filing equipment. Also, observation of the

sobusl overations of the DDP records management program indicetes thet respon-
sibility is diflused by the =4dition of meny colluteral duties and the dele-
gation of some of the functions to persons who do not have time to periomm
them,

11. Results from Clespuy Cempolen

Lest year's Agency Clesnuy Conpadgn, which inplemensed tne President's
Morstorium on the Purchose of Fil lng Ecuipment, wos succecsrul., Agency-wide

Approved For Release 2006/04/13 : ‘CIA-RDP72-00038R000100230010-4
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more than 3,400 cubic feet of records were ciiminated from offices and 238
pleces of filing equipment were rebturned to stock, Bince this Morstorium
is going to be continuerd indefinitely, it will be necessary for us to toke
vhatever mesns wre sictesssiiy to aveid the rurchase of filing equipment.
Ancther Cleasup Compalgu mey be helpful, The uttached, Exnibit i, shows
scwe helpiul clesn-up tips. Additdonal coples of this may be obtuined {row
tihe Records Administration Btaff,

12. Vital Records

The AwenaJ lS recogiizel as having sn excellent Vital Records Program,
We trensfer only Z.-% of the totﬂl Agency holdings to the Vital Records
Repository os contragted to jm for the rest of Government ond ?& for Industry.
Our jwosren operates primarily throush the medium of Vitel Records Deposit
Schedules. BSchedules have been repsred for n11l DDP offices and the mojority
210 the offices medntedn s very setive vitsl records progrsum.
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has avoliled (urchoges of expensive safes fnd Tiling cabinets. {Specicliy
/Tiling unlyméht is beine used in some BPOR offices to rood zlvinbuce. T8D,
for instance, seved considecsble space when they inatﬁll&” wedd-out shelving
e Pylee various kinds and sizes oI shelving, cord o& lﬂetﬁ, B:3es, and

et five-dvawer cebinetsz, The Centrsl Cover 8teff also Irproved its

¥ € wpene by replseeing 28 saies wnd cobincts with rollecut shelving. RID,
wikol Bos iaen u“in shelf tile equijment to good advontoaze for some time, Is
now considering the use of "Fullspsce” speci-lty filing equipment to solve &
serioys iilm By aL srobian.  This porticuler equiiment mey helg Lo solve
sther ,\‘? 2 {.1:"“!31&..._..&,@7&!’.

T. Adwinistretive Reports and Corregpondence Crecte Recorids

These two activities creote Luirge volumes of recourds, There are
tetliniquen, however, “3r the control oo paper volwne asnd bhe simplivicotion
T oopersting vrocedures pertinent to both repuvrts wnd corresionccnze.

[y

The coet of precordng corres ondence, or instence, con ke reduced

subsbanti 1lly by the use of Form Letters, Thc sVerage POSt 2 intavicuwnlly

ed ¢Ftte‘ is shout three dollevs =8 csm;a;ed to thx;tg Vents Lo o Fouw

frwbiee corvrespondence technique which Is goludng in woency pogul widy

e use of the Bueed Letter for informel corvrespordence, This roceiure

~revides Dur the use of three o 08 ol . wreassenpled NCR pepew; the vrijinsbing

suts its vessaze ot thie to, ;uytlou a1t bhe receiving oifice ﬁutv its

uae o the botbom of the page. With the reguest ~nd re ly Dogom

Ceper, J3liug tiwe onl D114a, spece are noved. A namnocy
ore wsing the Sieed Lotter technique to good adventage
bii t L‘“”nsi v use by BRE woul i be beneficinl.,
a3

In FY 1300 cocoadmotely 12 million plerces of pagec ﬁ¢ e crestad 1a

yom admindatrotive reports. A X = anvdous to « o oncre wiive

&tg sbive repords ronogenent progresm in tnv Agency - I believe thet

-1 ooseist the Records Adomindisbration Ster( tu promote suen o prorranm.

Fornis Monugenent
’Ss
Theve sre 20U uffici 1L foims osiginsted by the PRP oftices reire-
r A9 of tnose under cortenl in the ogency. 4
A copbinuing progran corbrol ceestion of puper ob the source [oyB
b“ sontbrolling the nuﬁbér of vopies, olimineting uwncificiesl forns
vroperly desisue’d wnd efticient-bo~use forwo or opercting
;nuusm“v st Governnent estimote that the cost of jrocessing lomms
15 Ev Limuf toe printing cosks. On this bosie, Azency ﬂ7~1:tin .rgbcwurcs
“:wxe%?%rnv oot wmout $6 milliun o yeev: ”opveqnently trls is u oares ol
L CRHOTY niﬂ“e sotentisl suvince owe wrest,

5
cble prorress hes been made by some DBR oryonivations,

Cfor instorce, hos done ¢ Dive job ol eliminotimc "bootles”
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more than 9,400 cuble Joen ol records veoe eliminsted Trop oifices 6
eguf_s of 1dling oquil. vese vetwrnge o stock. Bince this Moreboolw
i bo be conbtinuen 1?3""\'5’311"5."&&3.\;, it w JL ve necessary for us boonolia
Sweung Lo necessiry Lo uvold the jucciise of £iling equijment,
: . ¥ be helpful, Thf" 'th‘c’r,ed, Exniblt .-, chove
wie: n»ui, tim. Adddtionel covles of Shin may be obtuined diwe
drinistration Staty, ‘

12, Vital Reooods

i“ﬁilﬁ)gé,'ili'i.i 28 haylne o0 excellent Vitod Becords Progoan,
o of the botal Agenm' m.L- dno s te the Vital Records
LB tr“bte; Lo W Lor the rosl ok mx;e_nmz,nt L84 for Imustry.
Looren operates primacdly through the mediwr o Vitad Reccrds Decosit
ovhr- U.}.u . Buolieules have beeu J,,z,‘:;;zmver'f fer 11 DDP orfices =rnl the moJority
‘the offizes nuintalir o very abive o1 secords prearan.
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CUMULATIVE TANGIBLE SAVINGS REALIZED
FROM THE AGENCY RECORDS ADMINISTRATION PROGRAM
FISCAL YEARS 1955-1965

/00,765

¥ MANPOWER UNAVAILABLE FOR A CONTINUING PROGRAM
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RECORDS IN HEADQUARTERS OFFICES AT END OF FISCAL YEAR 1959 - 1965 oct WM oo/e
(Cubic Feet) #8% oo/s DD/S& T
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RECORDS DESTROYED BY HEADQUARTERS OFFICES FISCAL YEARS 1959 - 1965 DCI -DD/P
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FILE CLEANUP TIPS

Here are some items that require attention or can be destroyed to release needed and costly file
space. Naturally, action on such items will be governed by your office needs and Records Control
Schedule.

. Remove unclassified material from safes.

. Obsolete government-agency telephone di-
rectories.

. City telephone books and yellow pages
prior to current year.

. Agency and employee circulars and news-
letters of transitory value.

. Circulars, announcements, and advertise-
ments of events long past.

6. Lists and tables subsequently superseded.

7. Obsolete and rescinded administrative and

regulatory issuances.
. Obsolete stock catalogues.
. Unused publications from other agencies.

. U.S. Government Organization Manuals
prior to present issue.

. GSA stores stock catalogue prior to cur-
rent issve.

. US. General Accounting Office salary
tables.

. Congressional Records (except tear sheets)
prior to current session.

. Congressional Records Summaries.

. Congressional Directories prior to latest
issue.

16.
17.
18.

Federal Registers (except tear sheets).

Unneeded copies of legislative hearings.

Information copies of cables, telegrams,

dispatches, and memorandums not part of
official files.

. Rough drafts and working notes for reports

and staff papers since completed and ap-
proved.

. Chronological or reading files more than

2 years old.

. Newspapers, magazines, and clippings no

longer used or needed.

. Press notices and releases.

. Extra or stock copies or documents and

publications no longer needed for distribu-
tion.

. Stenographic notebooks from which notes

have been transcribed.

. Used hectographs, stencils, and multilith

mats over one year old.

. Publicity and literature used for past char-

ity drives and so forth.

. Obsolete railroad, plane, and ship time-

tables.

. OId price lists and catalogues.

. World Almanacs prior to current issue.
. Obsolete blank forms.

OTHER CLEANUP HINTS

1. Books and other reference material BEAR-

ING A LIBRARY NUMBER and which are
not being used currently.

2. Unneeded reference materials gathered for

projects now completed.

3.
4,

5.

Also look for these items that can be returned for re-use.

Excess office supplies.

Broken or excess office furniture and office
equipment.

Several duplicate sets of Regulations in one
office.
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